NCANG AGR EMPLOYMENT OPPORTUNI TY ANNOUNCEMENT

DEPARTMENTS CF THE ARMY AND Al R FORCE ANNOUNCEMENT #:  ANG- AGR 2004-03
OFFI CE OF THE ADJUTANT GENERAL

NORTH CAROLI NA NATI ONAL GUARD OPENI NG DATE: 06 February 2004
HUMAN RESOURCES OFFI CE CLOSI NG DATE: 08 March 2004
4105 REEDY CREEK ROAD

RALEI GH, NORTH CAROLI NA 27607-6410 ANTI Cl PATED FI LL DATE: To Be Determ ned

POSI TI ON TI TLE AND AFSC:

SECRETARY ( OA)
80032000 PSN: 814556
AFSC:  3A0XX

GRADE AND SALARY: UNI T/ ACTI VITY AND DUTY LOCATI ON:
Pay and al |l owances conmensurate with nmilitary 118'" ASCS
grade not to exceed TSGI/E-6. NCANG, New London, NC

AREA COF CONSI DERATI ON:

The area of consideration for this position is STATE OF NORTH CAROLI NA

HOW TO APPLY: All eligible applicants nust submit an Application for Active Duty
Guard/ Reserve (NGB Form 34-1) to the Ofice of the Adjutant General, State of North
Carolina, ATTN. MD, 4105 Reedy Creek Road, Ral eigh, NC 27607-6410, not | ater

than the close of business on the above indicated cl osing date.

QUALI FI CATI ONS:  Must neet the physical qualifications outlined in AFl 48-123,

as appropriate. Must conply with the military duty eligibility requirenents | AW

ANG  36- 101. Must neet the mandatory requirenments for entr¥ award, and retention of
AFSC as stated in AFM 36-2108. Know edge is nandatory, of: he orgahi zati ona
functions and procedures necessary to péerformsuch duties as distribution and
controlling mail; referrlngmfhone calls and visitors and providing general non-
technical information. Know edge of the filing system and vari ous references and
handbooks commonly used by the staff in order fo classify, search for and di spose of
materials. Know edge of procedures required to maintain | eave records of the staff and
to prepare forns required for various personnel actions. Know edge and skill to
coordi nate the work of the office with subordinate offices. Know edge of granmar,
spel l'ing, punctuation and required formats. Knomﬁed?e of general office autonmation
software, practices, and procedures and conpetitive [evel proficiency in typing to
acconpl i sh word processing/office automation responsibilities.

M LI TARY ASSI GNMENT: Assignnent in an Enlisted position, 118™ ASOS, NCANG, AFSC

3A0XX, and appropriate mlitary UMD grade. Applicant nust be within USAF wei ght
standards. Mist participate with unit during Unit Training Assenblies and Annua
Training. Menber nust remain in the position to which initially assigned for a mninum
of 12 nonths.




ANG- AGR 2004- 03 Cont' d

PRI NCI PAL DUTI ES AND RESPONSI BI LI TI ES:

This position is located in an Ar or Air National Guard or
purpose is to serve as the personal assistant and principa

zation or unit, It
ical and adm nistra
S

e n

a S
| tive

i
r
s subdivided into
e

gan

cle
squort to one or nore supervisors. Organization(s) serviced i to. i
subordi nate segnments which are supervised through ohe or nore |evels of supervision or is
of limted complexity where extensive responsibility exists for outside coordination
Participates in the managenent of the office by applying a good worki ng know edge of the
organi zati onal functions and procedures in order to relieve the supervisor(s) of clerica
an adn1ngstrat|ve,supP0rt wor k. Recejves visitors and tel ephone calls and exercises
judgnment in screening those which can be handl ed personally or be referred to other staff
personnel or divisions. Determ nes when the supervisor should be interrupted. Provides
I nformati on desired when routine or procedural matters of the office are Involved.
Schedul es appoi nt nrents and makes arrangenents for time, participants, and | ocation of

neetlngs in accordance with instructions from supervisor. Keeps inforned of supervisors
wher eabouts to assure mininum del ay concerning inportant nessages or visitors. Receives

i ncom ng correspondence, screens naterial Prlpr to distribution, establishes controls, and
foll ows up for the supervisor. Reviews outgoing correspondence for proper format,
conformance with general Pollcy and procedural instructions, grammar, accuracy and

i ncl usi on of necessary attachnents. Returns such conmmuni cations to originator for
correction. May advise and instruct subordinate offices to obtain higher degree of
conpliance with general policies and correspondence procedures. Maintains office files of
correspondence, directives, regulations, and other convenient information. Arranges for
travel, arranges visit schedules, notifies organizations and officials to be visifed, makes
reservations, and submts travel vouchers and reports. Uilizes word processing equi pnent
to select information froms

t ( ( ource data or type, fromplain copy or rough draft, "a variety
of material, including mlitary and nonmlitary correspondence, reports, sumuary sheets and
staff studies, and statistical and tabular material. erfornms other duties as assigned.

| NSTRUCTI.ONS TO NDERS/ SUPERVI SORS: Thi s Poshtion vacancxeannoupfe nt will be given
; copy of this announcenent w e posted to gour
uni't/actrvity bull etin board.
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